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. 7 GEQRGIA DEPARTMENT OF HUMAN RESQURCES
APPLICATION FOR RECORDS RETENTION SCHEDULE ’ OFFICE OF ADMINISTRATIVE SERVICES

_RECORDSE MANAGEMENT UNIT

For instructions on completing this form contact DHR Racords Management Unit, 47 Trlmty Avenue, Atlanta, Georgia

30334, Phone - (404) 656-4976 GIST: 221-4983 : v
DHR 1. Gé&iﬁi& SEPARTMENT OF HUMAN RESOURCES ARCHIVES AND Hlsroﬁlyﬁﬁ_—d
'Appllcat_aon Date T Office of the Commissioner . Application Number
St -~ -| -Budget Services Office ' 5
5127/32 ed 47 ‘%‘rinity Ave. S.W, Room 630-H 82’ 384 d
[ Apolication Number S e L Dete Recewed ‘Date Completed
Atlanta, Ga. ‘30334 -+----=--7 pnd-t T 5 1042
82-52 ] AUG 31,1982 | 0CT 251982 |
2. Person to Contact T 777 777 Working Title ... - ~Telephone Number y -
Diane Champfon . Adwinistrative Secretary . 656-4472 _ __

3. Action Requested
a, X Estabiish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further sccumulstion anticipated. ~

c. OJAmend ApplicationNo. __ . ___ ____. Check One: O Changs; 0[O Suparcede; [ Void
4. Detes of Series 6 Racords Sarles Titis Hollowsd by tiile ssed in offices if differanty ~ 7 T T T T
Earliest ' - Latest = : Co

| 11979 . | continuing . Zero Bese Budget (DHR STATFEWIDE) Files . . i e
ﬁ Division ahd Oftfice Function " What is the ‘function of the Division and the Office in which this racord series is created? o 1 fifn |

The Departmént of Human Resources, through the leadership of the Comtissfoner is& "réspon-
ible for planning, organizing, directimg, coordinating, and controlling the delivery of
services to residents of Georgia. 1Included are; diagnosis and treatment of mental dis-
orders; control of physical health programs; :administration of public assistance prog-
rams; Federal Food Programs; administration of the delivery systems for services to
indigents, children and adolescents; a&dministration of programs which enable the non-
productive menbers of society (blind, physically and mentally handicapped) to function

8 productive members of -ociesz, cadministration of programs for the elderly; evaluation
f programs of the Department, And suggesting improvements in these programs; and support-
ive services. (See Continuation Sheet)

1

7. Reccrd: Serles Descrlption _ . This file containg the following doéuﬁénts {mc!udc form numbers and tlrla:, :f any} “Attach hmble? of the file.

B ae v _";7"_‘1’.” :_. T A -:,.‘"','J.-‘—E 24 TR g "H'i o @il
Documents relating to: projecting, analyzing, nd eatimating ‘the im?ual budget “fof "the’ Deplrf-
" ment of Human Resources Y- o RERERSS doad _’L;,, G

-7 Mooy oot 2 Tansy?

included are: ' Zer¥o Basé Budget ]tequest-Activity Evaluation Summafy-pages - '1 and -2; " Zéro -Base
Budget Request-Activity Financiasl Summiry-covetnor 5. Budget Recomméndation,‘ﬂouse Budget
Reconmenaat:lon, Senate Budget Recommcndation; Zero Base Budget Request -Decision Package
Ranking by Activity; . Zero Base Budget Request-Schedule of Fund Sources; -Zero Base -
Budget Request-Minumum and Current Objective Level Pinancial Analysia, Zero Base Bﬁdget
Request-Decision Package-Minumum and Current Level Program Analysis; Zero Bese Budgét
Request-Schedule of Regular Operating Expenses(Sub-Objects); Zero Base Budget Request-
Personal Services; DHR Summary Personal Services-Zero Base Budget; Activity Performance
Measures-Program Direction and Support; (See Continuation Sheet)

File is arranged:
Numericnlly by funcl:iou codo

*

B Monthly Reference Hate : How often are records referraci to which are:

One to six months old 29#&__ ;  _Seven to twelve months oid Lz _:  Thirtegn to twenty-four months oid a_: —
twenty fwe months and older .___z____.,. - P
9_. Annual Rate of Accumulation or Records - : _ _ T
Lettersizadrawers . _; Leg'at-sizé drawers _._677, —— Shelves ; Othar (Specity) — e
b - - ——r = A= k. = " ‘ s ensiam 4 S mmee mEE T am MR s s e e
Lo = . :\w- . o .o~

- Form 4998 (7-79) - Y (oven



y

YES | NO | 10. Questionnéire (Place an ‘*X’" in the proper cotumn) i —
a. ls this the official copy of the serias?
X if not, whara is it?
b. Does the series oontam confidantial lnformation requiring secur:ty handhng? If yes, cite iaw or ragulation.
X —
X c. is this a vital record?
| % | 9. Does this series have historical or long _t_erT resesrch value?
X e. When one or two documenis in the file make it nacessary to keep tha entu-a flle for [} Iong panod eould these documents
be schaduled separately? siEsto .- :
X Tf. isthe 1r;format:on containgd in {ﬁrsu;eries ever pubfished? If yes, attach Ee_\;_':WQPB P!bl 1shes Departmen ; B!!d gets o J
g. Isthe mformatlon contained in this series ever analyzed and/or recorded in & surnmanzad report? ‘
X |- M ves, attach copy. OPB Publishes Department Budgéts =~ =« :i~:-4
h."1s there a duplication of this series in your office, or in another office or agency? Ce-$~
J If ves,where?ﬂ 5 Budget ) -
X i I. Is ﬂ?lf sayms for a ma;or portion of i), regularlv mlcrofnlmad? o ]
X ) i Dges the record sarfes result i ina wmputsr‘g(;_:ﬂ:ut_immmm_jﬂriaa i o ’ ;”_' -
11. Retgntion Requirements The following requires the serlss to be kept:
a. State Law 3 years. d. Auditperiod ____3M_.years.
b. Statute of limitation ‘ years. ' e.  Administrative need __svﬁﬁ__vcars
¢. Federal law 3 years. f. Federal retention instructions years.
Attach copy or éxcerpt of taws or regulations. Explam sdministrative need Wy BT e - oy
Administratively, these Eiles Jre needed to support the approved %udget for the Depart-
ment -and for audit referral. ,:- STt e T e s T s TR gpe vemeg A0
BEERREE I G Y 5B e R LR S T (e TER TR TR T g -0 S S R 3 O i SOt AR - N e T AR s g
20 Tetnoey :‘() Frm o ipes bore m‘-g..-;-;‘~‘-','~., RN L“r”'-"!.'v .?’-‘"" 3 PP ST oy poaatyt oan
12, .Approved"D-ispo;i_t-_i-on_ln_struétibris This egency recommends that the file saries be cut off at the end of Qdch e R T
“toenatt e s o7 e o El0Calendar Year; X Fiscal Vear; DOwer —22: % ‘A o =L T To-= T c-then, T
et il s LY S B S P SEo B AT T S PO ST SR S S S I pdr 9 iehs hra g ot e LT T
O Holdin the curfent Tles area 2o~ =<' == " ‘manth(s) - yedr{s);then’ [ 'y oo tm-o T ns s cvtasiho g
t 13 Transfer to local holding ares; "hold o - -yaaris); than ta- t vratg - Yo T ot aishas, 2R
O Tranbfer to State Records Center;hold _eo* = .. yearls); then . ) 3 LTt AT 3 amcoanig 3
O Destroy freads s vanpatres Ty an Ty > Jtvise ot
[2 Transfer to State Archives for Permanent ratention,
B Other {Specify) - '
Office of Budget Services Section and Unit Budget Fi les
,Inati_t.utional Budget Officea ady e tetane bea
Division Budﬂg_grt t Offices ' Cut off file at the ‘end of each
fiscal year; hold in current files
- Cut off file'at "t“he- and -of eaclt n- t1r: "-"areda -l year;-then destroy. r-(including
fiscal yéar; hold in curreoat files'- . - all aupporting documentaticﬁ) crpon T ey el
-ared 1 yedr; transfer to Stdte -~ »=.X :n 't o T =t 7 oac o= e iaheoo—-hap
Records Cedter; hold 4 years; thett 2 o % 4 "p7 a7 = ™ :y_'otiat et gqpidone
destrﬂ’ . O N '?"F‘v‘ fmpr Jria-c ot [er To-xl i'%—’-t:_:{-‘fa 4 T roa "‘,“T:’ T o4l (i
‘1c\; 0 ST Sl BMIEE Sl sefpy e d mmr o™ Te 2T odmoe o™ hra e Proosan Tart metat g mldps e
Thqae mltructsons applz tonll priar and futurn accumulatlons 9f ﬁ:a: se_r_i_es. nT et L s ._,L;; TP T -
TR DA ‘{1 TR o V- N EMETE S S f';"‘ Tegsaiysd faconye T v - ;' - Y {gr-z..%
f o 2Bl B V- S NN e hd = . = . .
Agency Headeesngnee (Srgnature) - Date Beoord: Management Offncar (s:gnature) 8 *“PDate -
_Mf bt £77-£2 /a«[ T/ w
21 /‘-\ State Records Committea _ (Sifnaturé)’. Date
ndati ' b\
?;?r:-i ::pz:::m in parsareph State Auditor/Designes W_.—J( 9" / Vf? f 2ot
{if disapproved, atiach letter T 7 )
of explanation.) Secratary of State/Dasignes éw M*’) f '? "; \/
Attorney General/Designee /0) 10-62
Form 4998 (7-78) (Raver da)
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#6 Division and Office Punction(continued)

The Budget Services Office has the responsibility for provicing planning and techmnical
assistance to managers and planners for meeting the expectations of the Federally funded -
comprehensive health planning programs, and to support the Management Team in Department-
wide plsnning projects., This office also provides a centrl authority in the Department
to uniformly develop, interpret, manage, and provide assistance in the administration of
the Department budget; provides information; maintains a listing of fiscal resources;
and acts in the capacity of liaison with the Regional and National Offices of Health and
Human Services ofi Federal Fund projections.

#7 Included Are(continued)

—

Conference Committee Budget Appropriations; Quarterly'Estinatel of Expenditures (Federal
Budget Estimates for Programs);  Health and Human Services Quarterly Statement of Expend-
itures for State Using Single Letter of Credit, (Financial Status Reports); Projected
Expenditures Listing; Budget Analyzation and Comparison Ledger Sheet; Analysis Summary
Sheet;  Block Grants Funds Financial Summary; Personal Services Projection Ledger Sheet;
rellted documents and correspondence.




